
 
Section 10 – How to Out-Process  

(Removal from PSM Net) 
 

Introduction   
When a person is no longer assigned to your SMO, you will need to “debrief” them from any access(es) 
then “out-process” them from your SMO.  

NOTE:  If you are a defense contractor, you will also be required to enter a separation date for the 
person who is terminating from your company.  Section 11 describes this process. 

There are two ways in which you can “out-process” a person.  The first is by selecting the person by their 
SSN and then using the “in/out process” hyperlink from the Person Summary screen.  The second way is 
to out-process them through your PSM Net.  Both ways work about the same, but if you have several 
people to out-process, then using the PSM Net method would be easier.   

The first method we will discuss involves using the “Select Person” method.  
 

Instructions (Person Summary Method)
1. Log in as a User for the SMO that is losing the person being out-processed. 

2. Click on Select Person (column on left). 

3. Enter the person’s SSN. 

4. Click the Display Person Summary radio button. 

5. Click the gray Display button. 

6. Make sure the correct category is displayed in the Person Category text box (Figure 30).  If not, 
click on the drop down menu and highlight the correct category.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Figure 30:  Person Summary screen 

 

  
 

7. Click the In/Out Process hyperlink and the View/Modify In/Out Screen will populate.  (Figure 31) 

  



Figure 31:  View/Modify In/Out screen 

 
Print Screen 8-2 

 

 

8. Enter the date (Format: YYYY MM DD) in the Out Date box under the View/Modify Active 
Relationship section or click on the calendar and choose the appropriate date.   

9. Click on the gray Save button and the screen will refresh with the out-process date appearing solid. 

10. Click on the gray Cancel button and it will take you back to the Person Summary screen. 

11. Now if you click on your PSM Net and lookup that person, the phrase “Pending Removal” will 
appear under the Remove heading in the far right column.  (Figure 32)  The system will update at 
midnight EST and the “Pending Removal” notation will be removed.  

 

 

 

 

 

 

 

 



 

Figure 32:  JCAVS Maintain PSM Net screen 
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Instructions (PSM Net Method)

1. Log in as a User for the SMO that is losing the person being out-processed. 

2. Click on PSM Net (column on left). 

3. Locate the Person Categories within your PSM Net. 

4. Click on the far right check box under the Remove column. 

5. Click the gray Save button at the bottom of the page.  When the screen refreshes, you will see 
“Pending Removal” under the Remove column for the person you want to remove. The system will 
update at midnight EST and the “Pending Removal” notation will be removed. 

 


